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Government Purchase Card Oversight Book
Online Guide: How to Manage GPC Program

Powerpoint slides: How to Certify

BILLING OFFICIAL INSTRUCTIONS C.A.R.E. TRANSACTION MANAGEMENT
EFFECTIVE JULY 14, 2007 — CARE WILL NO LONGER BE ACTIVE

What is Access Online?
® . - . - -
U.S. Bank Access Online is our next generation electronic access software. It uses improved

technology and additional functionality over our Customer Automation and Reporting Environment
(C.A.R.E.) to provide the most efficient purchase card management tool possible. It is flexible and

updatable and therefore will remain on the cutting edge of technology for years to come.

US BANK CUSTOMER SERVICE: 1-888-994-6722 Press * (When Recording Comes
On).

https://care.usbank.com/

REMINDER: You need to certify your Billing Account Statement (BAS) by the 5th
business day following the cycle cutoff date (19th of each month unless the 19th
falls on a Saturday or Sunday, then the cycle cutoff would be the previous
Friday). You cannot certify your statement before the cardholders assigned to
you have approved their transactions and statement for that cycle. If they do not
perform this function by the 5th business day following the cycle cutoff date, then
you will have to perform both functions.

ACCESSING C.A.R.E.: Access the C.A.R.E. secure web site by typing the following
address: https://care.usbank.com. Be sure you type the "s" after http. Click "I agree" at
the bottom of the U. S. Bank C.A.R.E. License Agreement.

Type in your USER ID and PASSWORD correctly. Click "Logon". The system will
prompt you to change your password the first time you log on _and every 30 days
after that. Your new password must be 8-12 characters in length and at least one of
these characters must be numeric. No characters can be used (i.e. & % $ #).

CERTIFYING IN C.A.R.E.:

The next screen will have selections listed on the left side. To work with your statement,
click "Transaction Management Module". If you are unable to get the Transaction
Management screen, you will need to notify your System Administrator. Have the
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Administrator log onto the computer as the SA. Ask them to go to the CARE website.
Once the login screen for CARE comes up, the user then puts his/her USERID and
Password in. Click on Transaction Management and the applet will begin to download.
This usually happens for 3 reasons (1) New Computer, (2) Updates to users
computer, (3) US Bank CARE UPDATES. Once this process has finished have the
Administrator log off the computer as the SA. You may receive a message asking if you
wish to load the Transaction Management Module. If you do, click yes. After loading the
Transaction Management Module, you should see your name and account number on
the page. When you “click” on your name or account number the billing cycle dates will
become visible on the right side of the page.

Select the CYCLE DATE of the statement to be worked. Click the "Certify Invoice"
button. The system will process the statement and the status will change from
"Unapproved" to "Certified". Once this happens, you may log out by clicking the "X" in
the upper right corner of the screen and "Log out" on the next screen.

BILLING OFFICIAL INSTRUCTIONS
C.A.R.E. TRANSACTION MANAGEMENT MODULE ACTING FOR CARDHOLDERS

If you wish to view or approve the cardholder's transactions/statement or if you
are acting on the cardholder's behalf (because they are on deployed, TDY, or did
not approve their transaction prior to the 3rd day after the cycle cutoff date),
continue as follows:

After selecting the cycle date at the "Management Accounts” tab screen, click the
"Cardholder Accounts" tab. Click on the cardholder name to be worked. In the upper
right corner, you will see "Acting on cardholder's behalf?" If you need to approve the
transactions and statement for the cardholder prior to certifying your statement, you will
change the answer to "Yes". If it is 15 calendar days after the cycle cutoff date,
leave it at “No”. Remember to change it back to "No" after you complete the
approvals. Click the "Transactions" tab. The system will retrieve the transactions
for the selected statement. Work each transaction separately using the following
instructions:

Highlight the first transaction and click the approve button on the bottom right. When the
transaction changes from Pending to Approved, highlight the next transaction and click
approve. Continue until you have approved all of the cardholder’s transactions.

Now that all the transactions are approved, you have to approve the cardholder
statement. To do this, click on the "Cardholder Account” tab at the top of the screen.
When you see all the cardholder names in the box, highlight the name of the cardholder
that you just approved the transactions for and click the approve button at the bottom
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right of the screen (you also have to click on the certification screen). Notice that the
statement changes from Unapproved to Approved. At this point you have completed the
cardholder’s part. Repeat this process for all cardholders who purchased during the
cycle being certified.

Now click on the “Managing Account” at the top of the screen. Highlight the correct
cycle date and then hit the certify button at the bottom right.

*** TRANSACTION LOGS: Billing Officials, your cardholders must enter their
transactions under_the "Transaction Log" tab in C.A.R.E. Log entries _must
include as _much information _as possible. The three fields marked by red
asterisks (transaction date, transaction amount, and merchant) must be
completed for all submitted entries.

This requirement is mandated by the GPC Army SOP dated 16 April 2006. The
requirement to maintain an electronic register is in addition to the paper Transaction
Log/Spreadsheet cardholders maintain with their original receipts.

REBATES: Will appear on bank statement as IMPAC Rebate be sure to certify, rundsw
will be returned to organization.

Subject: Error Message: US Bank Login.
PASSWORD LOCKOUT

ERROR: The user status is considered inactive please contact a USBAdmin to
reactivate.

For assistance Call US BANK 1-888-994-6722. When the voice mail begins press
the * button for faster service provide your User ID and the US Bank Customer
Service Rep will reset your password.
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